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CHAPTER I
STATE CONTROLLER POLICIES

Policy for Processing Contract Modification Documents, Task Order Assignments and
Funding Letters Included In Original Contract Provisions

State contracts may be modified by processing an amendment to the contract, a change order, or in the case
of a professional services contract a supplement.  Some state contracts contain provisions that allow an
agency to order additional  goods and/or services by using a “task order” or “funding letter”.  For purposes
of this policy, a “change order” means a bilateral change order agreed to by the parties and issued
consistent with State Buildings or state controller policy.

Contract amendments must be reviewed by the Attorney General’s Office and approved by the state
controller or his designee.  Change orders and supplements, which are additions to the existing contract, are
not reviewed by the Attorney General’s Office but must be approved by the state controller or his designee.
Task orders or funding letters, which are incorporated in the contract, are not reviewed by the Attorney
General’s Office after the contract has been approved, however, they must be approved by the state
controller or his designee.

Without a copy of the original contract and all previous amendments, the Attorney General’s Office cannot
perform a legal sufficiency review for a new amendment.  Further, it is difficult for the State Controller’s
Office to determine the correct performance period and the dollar amount to be encumbered.  Similarly, it is
very difficult for the State Controller’s Office to insure that the task order or funding letter is being used
according to the terms of the contract unless a copy of the contract is attached to the task order or funding
letter.  However, we understand that it is time consuming and costly for an agency to copy the contract for
every task order and funding letter forwarded to the State Controller’s Office for approval.  Therefore, the
following policy shall apply:

s All amendments to contracts are to be forwarded for review and approval with a copy of the original
contract and all previously approved amendments attached.

s Capital construction change orders, and supplements to professional contracts do not require copies
of the original contract or other modifications to be attached for processing and approval.

s All non-capital construction change orders, task orders or funding letters must be forwarded with a
copy of the original contract attached or a letter from the program manager that identifies the
original contract by agency and routing number and includes a statement that the change order, task
order or funding letter is being used in accordance with the contract.

 SECTION 1
TASK ORDER - FUNDING LETTER POLICY
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State Fiscal Rule 3-1 requires all state contracts to contain Special Provisions as set forth in
Appendix A of that rule.  As you recall, state agencies may purchase these forms from Juniper
Valley.  Several state agencies have inquired whether the language of the Special Provisions can
be keyed into a word processor for subsequent incorporation into state contracts.  Yes, this may
be accomplished however, you must be extremely careful to insure that the exact language is
correctly keyed, including comma’s, periods, etc.  No changes of any kind are authorized.  For
ease of review, the format of the Special Provisions must be as similar as possible to Appendix A.
Also, the Special Provisions must continue to be the final pages of the contract.

In addition, if an agency is delegated to sign a contract on behalf of the state controller, the
agency may change the signature block portion of the Special Provisions to coincide with the
requirements of their delegation letter.  Please refer to your delegation letter and the signature
block you are required to use when signing on behalf of the state controller.  Also, if a state
agency has contracts where the legal review by the attorney general has been waived by the state
controller, the state agency may remove the attorney general signature block and insert a
signature block for the state agency pre-approved form contract reviewer.

SECTION 2
SPECIAL PROVISIONS POLICY
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1. It is the policy of the state controller that the state shall not make advance payments.  Vendors of the
state are expected to have adequate resources or working capital in order to provide goods and/or
services to the state.  An advance payment requires issuing a state warrant and accounting for the
advance payment which incurs additional costs for the state.  Further, an advance payment results in
a loss of interest earnings for the state and the risk of loss of the funds advanced because of vendor
bankruptcy.  Should an advance payment be made, it potentially places the state in a difficult
negotiating position with the vendor if the goods and/or services received are not adequate.  This is
because the state is unable to withhold payment pending resolution of the matter.

2. Notwithstanding this policy, it is accepted practice in some commercial transactions to make advance
payments.  In the limited instances set forth below, advance payments are authorized by the state
controller.  They include:

s Purchase of services for annual maintenance of computers, copiers or other office equipment.
Generally, in these instances, full payment is expected annually at the beginning of the term of
the agreement.

s Grants received by the state from the federal government that are awarded by the state to a
subgrantee.  Federal grants often require monthly or quarterly advances to subgrantees.

s Services provided by entertainers, speakers or for seminars.  For entertainers or speakers it is
customary to advance a portion of the fee prior to the engagement date.  For seminars, payment
of the entire fee may be expected upon registering for the seminar.

s Annual payments made for software license agreements.  Generally, such payments are required
at the beginning of the contract term.

3. While the need for an advance payment in an interagency agreement should be infrequent, there may
be circumstances when it is warranted.  In such an instance the risk of loss of funds to the state is
practically non-existent and a process exists to resolve disputes.  Therefore, advances on interagency
agreements may be made if appropriate.

4. Advance payments may be appropriate in other instances based upon the specific facts of the
situation.  In all such instances a demonstrated need must be documented to insure the state’s
interests are adequately protected.  If the amount of the advance payment requested is substantial
and/or for an extended period of time, financial statements may be requested from the vendor.
Generally, an advance payment will not be approved if the contract was made as a result of a
competitive solicitation and no mention of an advance payment was in the solicitation.

5. Except as noted under #2 and #3 above, advance payments required by a state contract must
have the prior written approval of the state controller or a delegate authorized by the state
controller.

 SECTION 3
ADVANCE PAYMENT POLICY
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Despite informal guidance and arrangements in the past, particularly in capital construction
contracts relating to the State Controller’s Office completion of “made dates” on contracts,
agencies should date their contracts on the date the agreement is reached between the agency and
the contractor.  Agencies should continue to use the term “made date” on their contracts,
consistent with the prescribed contract form in Fiscal Rule 3-1.  In approved capital construction
contracts, agencies may fill in the “made date” or “date executed.”  Completion of these dates
does not change the statutory rule that contracts and other commitment documents are not valid
until approved by the state controller or his designee.  This statutory approval condition appears
at paragraph 1 of the Special Conditions and on approved capital construction contract forms.
Consequently, contractors are not contractually required to begin performance and incur costs
prior to controller approval.

In capital construction contracts, agencies should use the “made date” or “executed date” for
bond references to the contract.  Agencies must continue, however, to await controller approval
and satisfaction of other statutory requirements, e.g., receipt of acceptable bonds, before issuing
the notice to proceed.

 SECTION 4
CONTRACT DATING POLICY
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STATE CONTROLLER POLICY

Issued:  July 1, 1999

Personal Service Procurements

Interpretation of State Fiscal Rule 3-1 (1 CCR 101-1) concerning
the use of state contracts for personal service procurements.

__________________________________________________________________

Background

Recently questions have been asked concerning the dollar limit that requires a state agency to use
a contract rather than a purchase order when acquiring personal services.  This policy addresses
these questions.

Definition
For the purpose of this policy, mixed procurements are defined as purchases that include both
commodities and services.  An example is the purchase of a computer where a service agreement
is included in the purchase price.  Another example is the purchase of printing where the cost of
printing design and layout services is included in the purchase price.

Policy
1. State contracts shall be used for personal service procurements when it is in the best interest

of the State, regardless of the total amount of the purchase.

2. State contracts shall be used for personal service procurements in accordance with State
Fiscal Rule 3-1.

3. State contracts shall be used for mixed procurements when personal services are priced
separately and the personal services total more than $25,000.

4. State contracts shall be used for mixed procurements when the personal services are not
priced separately, the personal services are not are not incidental to the total purchase, and the
total purchase exceeds $25,000.

Arthur L. Barnhart
State Controller



STATE CONTROLLER POLICY

Issued July 12, 1999

Managing Contracts that Violate State Statute
A policy concerning state agency and institution requirements where a
violation of CRS 24-30-202(2) has occurred.  This situation arises when an
obligation has been incurred or a payment has been made on behalf of the
State without a valid commitment voucher.

Background

A Formal Opinion of the State Attorney General (No. 97-2), dated December 23, 1997 clarified the state
controller’s responsibility and authority to manage contracts that violate state statutes.  Based on receipt of
this opinion, a memorandum was issued to state controller contract signature delegates by the State
Controller, dated March 17, 1998 containing specific guidance for state agencies and institution in
processing state contracts where a statutory violation has occurred.  This policy was developed in part to
provide the procedures that state agencies and institutions must follow when requesting execution of a
contract where a statutory violation has occurred.

Authority to Execute Contracts that Violate State Statute

The authority to execute contracts where a statutory violation has occurred is the sole responsibility of the
State Controller.  This authority will not be delegated to any state agency or institution.

Policy

When a contract is used to incur an obligation or make a payment on behalf of the state in violation of CRS
24-30-202(2), the matter shall be referred to the chief fiscal officer of the state agency or institution.  It is
the chief fiscal officer’s responsibility to investigate the violation, document and submit the results of the
investigation to the state controller, through their chief executive officer, and request the state controller to
execute of the contract.  The request will address each of the following items in detail:

1. The circumstances surrounding the statutory violation to include: when the funds were available,
when the contract was drafted, reasons for delays, and any disbursements that were made.

2. The reasons why proper procedures were not followed and the statutory violation occurred.

3. The internal administrative and accounting controls and procedures in place at the state agency or
institution for controlling instances of informal commitments and why these controls and
procedures were not sufficient to prevent the violation.

4. A confirmation that all state procurement procedures were followed, including a Privatization
Program review for personal services procurements, and all necessary approvals were obtained.

5. The corrective actions taken by the state agency or institution to improve their internal controls and
the performance of their contract staff in order to prevent similar statutory violations.

Arthur L. Barnhart
State Controller
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CHAPTER II
ROUTING CONTRACTS TO THE CENTRAL APPROVERS

There are several agencies in the state that perform oversight and approval of specific functions of
state government.  All of these agencies, or central approvers, are required to perform their
oversight and approval functions by statute.  These central approvers include the State Personnel
Director, the Division of Central Services, the Division of Telecommunications, the Division of
State Purchasing, the State Buildings Program, the Attorney General’s Office, and the State
Controller’s Office.  Depending on the type and purpose of the agreement an agency of the state
is processing , the law may require approval from one or more of these central approvers prior to
finalizing the agreement with the other party.

The State Personnel Director (Director) is required to review most contracts, purchase orders, or
other agreements that are utilized by state agencies to acquire personal services.  The purpose of
this review and approval is to ensure that the Civil Service Amendment to the State Constitution
and other relevant statutes are not implicated through the use of personal service agreements.
There are four exceptions to this law, they are as follows:

1. Intergovernmental agreements.  These are agreements between two or more state
agencies, agreements between the state and its political subdivisions, or agreements
between the state, federal government, or other states.

2. Civil Service Exempt agreements.  These are agreements for the acquisition of services
performed by persons exempt from civil service by Section 13, Article XII of the State
Constitution and statutes enacted pursuant to that section.

3. Short term agreements.  These are agreements for terms of six months or less and for
services which are not expected to recur on a regular basis.

4. Waived agreements.  These are agreements that have program approval of the Director.
Upon written request by an agency, the Director may determine that successive review of
the same type of agreement is not necessary.  The Director will provide written
authorization to the agency to suspend the need for individual agreement review in these
cases.

The Division of Central Services is responsible for providing state agencies within Adams,
Arapahoe, Denver, and Jefferson county certain services.  If a state agency within one of these
counties wishes to purchase one of the following services from a different vendor they must have
the approval of the Director of the Division of Central Services.  These services include motor
pool operation, motor vehicle maintenance, mail or messenger services, office copying, graphic
design for print media, printing and binding, microfilming, or design of management forms.

 SECTION 1
AUTHORITY AND DUTIES OF THE CENTRAL APPROVERS
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The Division of Telecommunications is responsible for the state’s communication network and
equipment.  Agreements for communication systems involving telephone, radio, microwave,
teletype, closed circuit television, or automated data processing communications systems require
the approval of the State Communications Coordinator.

The Division of Purchasing is responsible for the vendor selection process and for establishing
rules dealing with this process.  There are different levels of delegation that the Division of
Purchasing grants to state agencies and along with this delegation there are different dollar
amounts established for each bid process.  If an agency is not sure of its delegation or the bidding
rules they should contact the Division of Purchasing.  Without the Division of Purchasing or a
delegate’s approval, agreements cannot be processed and approved by the other central
approvers.

The State Buildings Program is responsible for all real estate transactions and all capital
construction and controlled maintenance projects for all state agencies, except for those
specifically exempt by statute.  Agreements for these type of transactions must be submitted to
and approved by the Director of the State Buildings Program or a delegate appointed by the
Director.  Without this approval agreements cannot be processed and approved by other central
approvers.

The Attorney General’s office is responsible for reviewing state contracts for compliance with the
State Constitution, State Statutes, regulations, and executive orders.  This review also ensures the
authority of the agency to enter into the agreement and for legal sufficiency.  The Attorney
General’s office also acts as an advisor to the state controller on the subject of state agreements.
The only state contracts that do not require a review by the Attorney General’s office are inter-
agency agreements and any agreements where a waiver of legal review has been granted by the
state controller.

All state contracts that create a liability for the state must be signed by the state controller or a
delegate of the state controller.  The state controller is responsible to ensure that funds are
available for the liabilities incurred when state agencies write contracts and that the person at the
agency incurring the liability is authorized to sign contracts.  The state controller also reviews the
contract to see if the prices are fair and reasonable, that the funding source of the contract is
correct, and finally executes and validates the contract by signing it.  All delegates of the state
controller assume these responsibilities when they are delegated by the state controller.
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At the present time, agencies may request delegation from the following central approvers:

s Division of Purchasing;
s State Buildings Program;
s State Controller; and
s Attorney General (if the agency has an attorney designated as an Assistant Attorney

General by the Attorney General).

The requirements for each delegation are different and agencies should contact the specific central
approver for whom they wish to be delegated, except for the Attorney General’s delegation which
is handled through the State Controller’s Office.  All other central approvers may waive their
review or approve an agreement, but cannot delegate their authority.  For more information about
requesting state controller delegation please see Chapter IV of this procedure.

 SECTION 2
DELEGATED SIGNATURE AUTHORITY
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The State Controller’s Office keeps one original contract for every contract they execute.
Delegates of the state controller are required to maintain an original of every contract that they
sign for the state controller.  At the present time contracts must be keep for at least six years after
the end of the contract term.

 SECTION 3
RETENTION AND ARCHIVING OF STATE CONTRACTS
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The following is a listing of the types of contracts that are currently designated by the CATF:

All contract types that are prefixed with the letter “A” are classified as personal service contracts, personal service
is defined as any time, effort or labor done by a human being.  As such, they are statutorily required to be reviewed
by the Department of Personnel Privatization Program.

Personal Services - Professional/Technical Category A1
Examples of the types of services in this category are: training, consulting, temporary services that are professional in
nature, computer programmers, etc.  If the services are specialized, require certification and/or training, or the
individuals are experts in a particular field(s)they should be listed under this category.

Personal Services - Non-Professional/Support Category A2
Examples of the types of services in this category are: janitorial services, laundry services, trash removal services,
temporary non-professional services, moving services, etc.

Personal Services - Purchased Services Category A3
Purchased Services are services that directly benefit individuals or groups of individuals in the public at large (not
services that benefit a specific state agency nor individuals who are incarcerated). For example: HIV Prevention,
Alcohol/Drug Abuse Prevention, Breast Cancer Screening, physician services for Medicaid clients, Youth Crime and
Intervention Program, any services provided to students of higher education institutions (guest lecturers,
entertainment), employment services, translator services, etc.

Personal Services - Architect/Engineer/Construction Services or Trades Category A4
Contracts for capital construction are included in this category.

Personal Services - Equipment Maintenance/Repair Category A5
This category includes security alarm and/or fire monitoring, equipment maintenance, and repair as well as repairs
and maintenance to other equipment including computers.
.
Personal Services - Exempt Category A6
There are two criteria for this category and a specific service may qualify under either one.  The first criteria is
acquiring services that are exempt from the state classified system, examples are attorneys and professors.  The second
criteria is for non-recurring services lasting six months or less AND the need for the services (not the vendor) is not
expected to recur on a regular basis.  Any type of services that are department or institution wide and occur year after
year, month after month, week after week, or day after day do not meet this criteria (temporary help).  Services that do
meet either criteria are exempt from the Department of Personnel review, but they are still required to be reported on
the annual report..

Personal Services - Grants Category A7
This category includes grants made to non-political subdivisions with other than federal funds.

Personal Services - Pass Through Grants Category A8
This category includes grants made to non-political sub-divisions using federal funds. See the definition of
subrecipient grants  immediately following these definitions.

Goods and Materials BB

 SECTION 4
CONTRACT TYPE DESIGNATION
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Loans   DD

Inter-Agency Agreements  EE
This category includes contracts made between two agencies of the State of Colorado.

Intergovernmental Agreements FF
This category includes contracts made between an agency of the State of Colorado and another political sub-division,
such as the federal government, other states, counties, cities, towns.
.
Pass Through Grants to Political Sub-divisions GG
This category includes grants made to political sub-divisions with federal funds.  It does not include inter-agency
grants. See the definition of subrecipient grants  immediately following these definitions.

Grants to Political Sub-divisions G1
This category includes grants made to political sub-divisions with other than federal funds.  It also  includes all inter-
agency grants regardless of funding source.

Easements/Right of Way - Requiring State Buildings Review H2

Easements/Right of Way - Not Requiring State Buildings Review H3

Real Estate - Purchases or Exchanges I1

Real Estate - Sales I2

Leases L1

Leases Statutorily Exempt from State Buildings Review L2

Escrow in Lieu of Retainage Agreements NN

Information Technology Equipment PP
This category is for equipment only and does not include personal services.  If personal services are included use a
contract type with an “A” prefix
.
Settlement Agreements with Current or Former Employees R1

Other Settlement Agreements R2

Subrecipient Grants and Required Reporting

Financial officers of the state are required to correctly report and record the financial transactions and
financial condition of the state.  In order to accomplish this task financial officers must be able recognize
and distinguish between the different types of obligations assumed by the state.  The following information
should be shared with agency financial officers to enhance their reporting capabilities.
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The State Auditor’s office has identified a problem with agencies correctly reporting subrecipient grants on
the schedules K1 and K2 for the state financial statements.  The following definitions and examples will
enable agencies to identify these types of grant contracts, include the required language in these contracts,
and correctly report the disbursements on schedules K1 and K2.

Definitions:

Vendor An entity hired by a state agency to provide goods and/or services to that state agency.
Typically this is a buyer/seller relationship in which the seller has no Responsibility to help
an individual meet the requirements to receive an assistance award.

Example:  The Department of Health Care Policy and Financing receives federal financing
assistance to provide medical care to certain individuals, the department enters into service
contracts with doctors and hospitals to provide this medical care.  The doctor and hospital
contracts are not subrecipient grants.

Subrecipient Any person or government department, agency, or establishment that receives federal
financial assistance to carry out a program through a state or local government, but does
not include an individual that is a beneficiary of such a program.  Subrecipients typically
have a responsibility to help individuals meet the requirements to receive an assistance
award and are held responsible by the contract for complying with the specific audit
requirements of the original award and for the general requirements for receiving federal
financial assistance.  If any such language is included in the contract there is a possibility
that a subrecipient relationship exits between the parties to the contract.

Examples:  A city or county government receives federal financial assistance which it
disburses to a state department or agency, which in turn disburses to landlords to pay the
rent for qualified individuals as an assistance award.  The state department is the
subrecipient.

A state department of education receives federal assistance, which it disburses by a
formula to local school districts within the state.  The school districts are the subrecipients.

The county commissioners receive federal funds for food programs for elderly individuals.
These funds are disbursed to not-for-profit organizations to support their food programs.
The not-for-profit organizations are the subrecipients.

The Department of Human Services receives federal funds, which are disbursed to county
governments.  The county governments are the subrecipients.

Another indication that a contract is a subrecipient grant contract is if the primary recipient of federal funds
is responsible for all of the following when federal assistance of $25,000 or more is passed through in a
single subgrant to one or more subrecipients.
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1. Determines whether subrecipients have met the applicable federal audit requirements.

2. Determines whether the subrecipient has controls in place to ensure that the federal financial assistance
is expended in accordance with applicable laws and regulations.

3. Ensures that appropriate corrective action is taken within six months of a subrecipient’s auditor’s
report that identifies reported instances of noncompliance with applicable laws and regulations.

4. Considers whether subrecipient audits may necessitate adjustments of the primary recipient’s records.

5. Requires each subrecipient to permit independent auditors to have access to their records and financial
statements as necessary to comply with federal audit requirements.

State Financial Reporting Requirements for Subrecipient Grants

Program managers should be aware that their accounting offices will be advised to review the contract for
particular language and requirements when they are attempting to determine whether or not a contract is a
subrecipient grant contract and if it should be reported on schedules K1 or K2.  The following table
specifies the accounting and reporting treatment for subrecipient/vendor transactions. See Open/Close
Instructions Chapter 3 Section 6.14-15 for Exhibit K1/K2 reporting requirements.

DISBURSOR RECIPIENT
Vendor Relationship Contract

Code payments using object code indicating
type of good or service purchased.  Report
expenditure on Exhibit K1/K2.  Disbursor
is responsible for ensuring that expenditure
is an allowable cost.

Code receipts using revenue source code
indicating type of good or service sold.  Do
not report on the Exhibit K1/K2.

Subrecipient Relationship Contract

   With Another State
Agency

Code disbursement using object code 5771-
Grants to Other State Agencies.  Report on
the Exhibit K1/K2. In general, disbursor is
responsible for determining if recipient is a
qualified recipient and for monitoring if
recipients expenditures are allowable costs.

Code receipt using revenue source code
7501-7523-Fed Grant/Cont-Subrecipient
(Dept).  Do not report on Exhibit K1/K2.
Recipient is responsible for helping
disbursor comply with grant requirements.

   With a Non-state
Entity

Code disbursement using object code
51XX-Intergovernmental Grants or 5781-
Grants to Non-Gov/Organizations.  Report
on the Exhibit K1/K2.  In general, disbursor
is responsible for determining if recipient is
a qualified recipient and for monitoring if
recipients expenditures are allowable costs.

Code receipt using revenue source code
7500-Fed Grant/Cont-Subrecipient-Other.
Report on the Exhibit K1/K2. Recipient is
responsible for helping disbursor comply
with grant requirements.
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A. USING A CONTRACT ROUTING SLIP (see page 16)

Agencies that do not use COFRS as their primary accounting system may submit agreements to
the State Controller’s Office for routing to central approvers by attaching a routing slip.  The
submitting agency must complete the following fields of the contract routing slip:

Section 1 - Contract Information / Encumbrance Request

s Agency Name - enter the name of the agency that will pay for or provide materials for the
services or goods described in the agreement.

s COFRS Agency ID - enter the alpha code assigned to the agency whose name appears in
the Agency Name field.

s Division or Program - enter the name of the division or program that is a party to the
agreement through the State Department.

s Routing Number - enter the combination of the Fiscal Year when the agreement term
begins and the unique identifying number of the contract.

s Number of Copies Attached - enter the number of copies of the agreement that are being
sent to the State Controller’s Office.

s Return Contract To, Phone and Fax - enter the name, the phone number, and fax number
of the person the agreement should be sent to once it has been approved by all required
central approvers.

s Agency/Division Program Contact Name and Phone Number - enter the name and phone
number of the person that a central approver should contact if there is a problem with the
contract.

s Agency Encumbrance Contact, Phone and Fax - enter the name, phone number, and fax
number of the person responsible for encumbering the funds for the agreement.

s Statewide Master Contract Log Type - enter the two digit code from Chapter II, page 5
for the type of agreement that the agency is processing.

s Multi-Year Contract and MYC End Date - check the “Yes”  box if the contract term will
extend beyond the current Fiscal Year, check the “No” box for all other agreements.
Enter the term end date if you checked the “Yes” box.

 SECTION 5
METHODS OF ROUTING CONTRACTS
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s Delegated Contract, Non-Delegated Contract - check the “Delegated” box if your agency
has been delegated signature authority by the state controller for this type of agreement.
Check the “Non-Delegated” box for all other agreements.

s Original Contract, Amendment, Change Order, Supplement, and Lease - check the boxes
that apply to the agreement.

s Vendor Name and Vendor Code - enter the name of the vendor and the vendors tax
identification number.

s Contract Encumbrance Amount - enter the amount of the liability for the agreement that
should be incurred in the current Fiscal Year.          

s Amendment, Change Order, or Supplement Increase or Decrease - check the box that
applies to the agreement.

s Appropriation Information - check the appropriate box for a long bill or special bill
appropriation.  Enter the Fiscal Year the long bill appropriation is related to, or, enter the
Fiscal Year and the number of the special bill where the appropriation is recorded.

s Comments - this field is reserved for comments by the State Controller’s Office.

Section 2 - Method of Procurement

s Procurement Type Boxes - check the box that relates to the type of procurement used to
select the vendor named in the agreement.

s RFP/Bid Number - write the number of the RFP or bid, if applicable.

Section 3 - Routing Sequence

s Agency Release Date - enter the date of the day that the agreement is forwarded to the
State Controller’s Office.

s Signature - reserved for the person who forwards the agreement to the State Controller’s
Office.

s Routing Sequence - enter the numeric order to the left of the central approvers name for
the correct routing sequence to be followed for this agreement.

When the agreement is received by the State Controller’s Office, the routing technician will access
COFRS and input a CLIN record for the agreement and route the agreement to the first central
approver identified on the routing slip.  The routing sequence number from the routing slip will be
entered in the “Ref #” field of the CLIN record.
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B. USING THE CLIN TABLE IN COFRS

Required Use of the CLIN Table
Agencies that use COFRS as their primary accounting system are required to submit
agreements to the State Controller’s Office for routing to central approvers by completing a
record on the CLIN table in COFRS.  They may also use this table as their required log for
delegated and/or waived contracts.

Optional Use of the CLIN Table
The CLIN table may be used for delegated contracts as well as those sent that must be
forwarded to a central approver.

The CLIN table may also be used for other types of documents that are required to be sent to
a central approver.  However, in that situation the documents will not follow the same path as
agreements and they should be sent directly to the central approver involved in the review and
approval.

C. AGENCY PROCEDURES FOR USING THE CLIN TABLE

The purpose of this procedure is to describe the actions to be taken by state agencies prior to
routing contracts, amendments, change orders, and supplements that require approval by a central
approver.  This procedure also describes some suggested actions to be taken by the agencies after
they receive these agreements back from the central approvers.

The term “agreements” used in this procedure refers to contracts, amendments, change orders,
and supplements to contracts.

All agreements that require approval by any central approver must be entered onto the CLIN table
in COFRS and forwarded to the SCO Routing Technician for processing and forwarding to the
central approvers.

Responsibilities of the Agency Routing Technician

Step 1: Determine the correct routing sequence that the agreement must follow.

Step 2: Log on to COFRS and access the CLIN table.

Step 3: Change the Action field to an “A” for add and complete all of the fields on the table
per the COFRS User Reference Manual instructions (see pages 17-25).  Then press
“enter”, the table will automatically assign the next routing number to your record.

Step 4: Screen print the CLIN table and the matching record on the CLI2 table.

Step 5: Route the agreement for all internal agency approvers and required signatures, except
for any delegate authorized to sign for the state controller.  If your agency has the
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required delegation that allows your agency to do the procurement without the
assistance of State Purchasing, please ensure that there is a line on the CLIN table for
the agency purchasing agent.  If your agency does not have this level of delegation,
you must attach a copy of the Verification Letter (see pages 26-27) prepared by State
Purchasing for this particular procurement.

Step 6: Forward the agreement packet, which includes the required number of signed
agreements, a screen print of the CLIN and CLI2 tables, the encumbrance document, a
State Purchasing Verification Letter if necessary, and any other pertinent
correspondence to the State Controller’s Office, Attention: Contract Routing
Technician.

When agreements are returned from a central approver the ownership field will be an “A”.  This
will allow agencies to add any additional approvals or other information, such as distribution date,
that are required or desired.  If someone within your agency has been delegated to sign contracts
for the state controller the agreement packet should be forwarded to them at this time and a line
on the CLIN table should be available and labeled for their approval date.

D. CENTRAL APPROVER PROCEDURES FOR USING THE CLIN TABLE

The purpose of this procedure is to describe the actions to be taken by the Contract Routing
Technician (Technician) in the State Controller’s Office when contracts, amendments, change
orders, and supplements that require approval by a central approver are received by SCO.  This
procedure also describes the actions to be taken by the central approvers after they receive these
agreements from SCO.

The Technician’s efforts are meant to speed up the delivery of agreements submitted by agencies
to the central approvers and to return agreements to the agencies in a timely manner.  The
Technician position is not created to act as a pre-approval step for the central approvers nor to
answer questions of agreement approvability.  However, questions about the location of a
particular contract may be asked of the Technician.  The Technician will follow a matrix
developed by the SCO contract approval section to route contracts to central approvers and will
clarify any questions concerning agreement routing with the SCO contract approval section.  The
term agreements used in this procedure refers to contracts, amendments, change orders, and
supplements to contracts.

Responsibilities of the SCO Contract Routing Technician
When agreements are received from the agencies before noon.

Step 1: Log on to COFRS and access the CLI2 table for the particular fiscal year, agency, and
routing number of the agreement.  Enter a “C” for change in the action field of the
table.

Step 2: Review the screen print of the CLI2 table submitted with the agreement, look at the
routing sequence on the left hand side of the screen print.  Compare the routing
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sequence with the contract routing matrix and ensure that the routing sequence is
correct.  If there is a question about routing sequence take the agreement to the SCO
contract approval section for guidance.

Step 3: Enter the current date in the RECV date field on the line for the first central approver
as indicated by the routing sequence.

Step 4: Complete the first RECV date for all agreements then separate all of the agreements
by the first central approver indicated on the routing sequence.

Step 5: Place the agreements in a separate green tub for each central approver and complete a
mailing label to send the agreements to the first central approver.

When agreements are received from the agencies after noon.

Step 1: Log on to COFRS and access the CLI2 table for the particular fiscal year, agency, and
routing number of the agreement.  Enter a “C” for change in the action field of the
table.

Step 2: Review the screen print of the CLI2 table submitted with the agreement, look at the
routing sequence on the left hand side of the screen print.  Compare the routing
sequence with the contract routing matrix and ensure that the routing sequence is
correct.  If there is a question about routing sequence take the agreement to the SCO
contract approval section for guidance.

Step 3: Enter tomorrow’s date in the RECV date field on the line for the first central approver
as indicated by the routing sequence.

Step 4: Complete the first RECV date for all agreements then separate all of the agreements
by the first central approver indicated on the routing sequence.

Step 5: Place the agreements in a separate green tub for each central approver and complete a
mailing label to send the agreements to the first central approver.

When agreements are received from the central approvers before noon.

Step 1: Log on to COFRS and access the CLI2 table for the particular fiscal year, agency, and
routing number of the agreement.  Enter a “C” for change in the action field of the
table.

Step 2: Review the screen print of the CLI2 table submitted with the agreement, look at the
routing sequence on the left  hand side of the screen print, determine whether all of the
required central approvers have seen the agreement.  If they have, return the
agreement to the agency by placing it in the agency mail box in SCO and skip steps
three through five.
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Step 3: If the agreement has not been routed to all of the required central approvers listed on
the routing sequence, enter the current date in the RECV date field on the line for the
next central approver as indicated by the routing sequence.

Step 4: Complete the RECV date for all agreements then separate all of the agreements by the
next central approver as indicated on the routing sequence.

Step 5: Place the agreements in the green tubs and complete a mailing label to send the
agreements to the next central approver.

When agreements are received from the central approvers after noon.

Step 1: Log on to COFRS and access the CLI2 table for the particular fiscal year, agency, and
routing number of the agreement.  Enter a “C” for change in the action field of the
table.

Step 2: Review the screen print of the CLI2 table submitted with the agreement, look at the
routing sequence on the left  hand side of the screen print, determine whether all of the
required central approvers have seen the agreement.  If they have, return the
agreement to the agency by placing it in the agency mail box in SCO and skip steps
three through five.

Step 3: If the agreement has not been routed to all of the required central approvers listed on
the routing sequence, enter tomorrow’s date in the RECV date field on the line for the
next central approver as indicated by the routing sequence.

Step 4: Complete the RECV date for all agreements then separate all of the agreements by the
next central approver as indicated on the routing sequence.

Step 5: Place the agreements in the green tubs and complete a mailing label to send the
agreements to the next central approver.

Responsibilities of the Central Approvers

Each central approver is responsible for completing all fields for their line(s) on the CLI2 table,
except for the RECV date field, and ensuring that all fields in the header that concern them are
correct.  The SCO Contract Routing Technician will complete only the RECV date field on each
central approvers line(s).

In order to make changes to the CLI2 table your first step will be to log on to COFRS and access
the CLI2 table for the particular fiscal year, agency, and routing number of the agreement you are
reviewing.  Enter a “C” for change in the action field.
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The following conventions are to be used by each central approver as they review, approve,
and/or disapprove contracts.

RECV field - If you have logged out a contract that you are holding for more information, enter
HOLD in the SENT TO field, enter the date you received the information from the agency on
your second line in this field.

REVW field - Enter the month and day that you reviewed the contract.

SENT field - Enter the date that you forwarded the contract or contacted the agency for
information.

SENT TO field - Enter one of the following codes depending on where you forwarded the
contract or if you contacted the agency for information:

Sent to agency - enter AGCY
Sent to State Controller’s Office - enter DOAC
Sent to the Attorney General - enter ATGN
Sent to Purchasing - enter PURC
Sent to Department of Personnel - enter PERS
Sent to State Buildings - enter SBPS
Sent to Risk Management - enter RISK
Held for agency response - enter HOLD

ACT field - Enter the action you decided to take on the contract, either an “A” for approval or
“D” for disapproval.

ERROR CODE field - Enter the disapproval code from the CERR table that matches your reason
for not approving the contract.

COMMENTS field - Enter any comments you wish to make or use as a third line if you have
already reviewed the contract twice.

After you have completed all of the fields on your line(s) press enter, if the table is updated with
your information a message will appear at the bottom of the screen that says ALL LINES
CHANGED.  You will get an error message if you enter an error code that is not on the CERR
table and none of your information will have been updated.

Once all of your information has been added to the table, please ensure that the ownership flag is
an “A”, this will allow agencies to enter any other information they may want on the CLIN table
once the agreement has been returned to them.  Then return the contract to SCO for further
routing or forward it to the agency if it needs to be corrected or if you are the final central
approver on the routing sequence.

E. REPORTS PRODUCED FROM THE CLIN TABLE (see pages 28-36)
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CHAPTER III
NON-DELEGATED AGENCY CONTRACT PROCESSING

PROCEDURES

PURPOSE

This procedure provides guidance to agencies when they are submitting original contracts,
amendments, change orders, supplements, and other contract modifications to the State
Controller’s Office (SCO) for approval and signature by the state controller or his designee.  The
approval of these agreements is based upon their compliance with 24-30-202, CRS, the State
Fiscal Rules, and their legal sufficiency.

DEFINITIONS

Contract - A formal legally binding agreement between two state agencies or one state agency
and another party which ultimately results in the disbursement of funds.  A contract can be
distinguished from a purchase order by the fact that a contract will contain the signatures of both
the state agency representative and the outside party providing service or goods, while a purchase
order will contain only the signature of the state agency representative.

Contract Routing Form - A form containing contract information must be attached to all
contracts, amendments, change orders, supplements, and other modifications that are required to
be sent to the SCO for approval and signature.  This form may be a screen print of the CLIN and
CLI2 tables or, for agencies that do not use COFRS as their main accounting system, the
Correctional Industries form identified as number 395-53-07-0085.

Exempt Contract - A contract that does not require the state controller’s approval and signature
to be valid and binding upon the State of Colorado.  This category includes all contracts that do
not require a disbursement of funds.

Multi-year Contract - A contract whose term falls within at least two state fiscal years.

Signature Attestation - To authenticate a signature by signing as a witness.  This is usually
performed by the secretary of a corporation to affirm another officer’s signature and title.

 SECTION 1
SUBMITTING A NON-DELEGATED CONTRACT

FOR APPROVAL
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ACCOUNTING/FISCAL ADMINISTRATIVE REQUIREMENTS

All contracts, amendments, change orders, supplements, and other modifications must have a
contract routing/documentation form attached to them when submitted to SCO for processing
and approval.

All contracts, amendments, change orders, supplements, and other modifications submitted to the
SCO for processing and approval must be accompanied by an encumbrance transaction document.
If the agreement does not contain a stated maximum amount to be disbursed by the state or if the
agency does not wish to encumber the funds, then the agreement must be accompanied by a State
Fiscal Rule waiver approved and signed by the state controller.  Agencies that use COFRS as their
main accounting system must attach a COFRS document that can be approved by the SCO or a
COFRS document that proves that the encumbrance has been recorded.  However, if any
payments have been made to the contractor, prior to the agreement being signed by the
state controller, the agreement may not be approved and may be considered null and void
as provided by CRS 24-30-202(3).  Agencies that do not use COFRS as their main accounting
system must attach a document that proves that the encumbrance was recorded on their
accounting system.

All contracts, amendments, change orders, supplements, and other modifications submitted to the
SCO for processing and approval that do not strictly adhere to the State Fiscal Rules must be
accompanied by a State Fiscal Rule waiver approved and signed by the state controller.

Three copies (four for lease agreements) of contracts, amendments, change orders, supplements,
or other modifications containing original signatures of the vendor, the authorized agency
representative, and the architect/engineer if applicable must be submitted when agreements are
forwarded to the SCO for approval.

Agency representatives can only be authorized to sign agreements by the Executive Director of
their department or the President of a university or college.  The signature of the authorized
representative must be recorded on the Signature Authorization Form for Contracts and on file at
the SCO.

If the original contract required the approval and signature of the state controller, then all
amendments, change orders, supplements, and modifications related to that contract must be
submitted to the state controller for approval and signature, irrespective of whether or not a
disbursement of funds is required by the amendment, change order,  supplement, or modification.

All required approvals from other central approvers must be obtained before the SCO can process
and approve an agreement.  Please review Chapter II for questions related to required approvals.
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PROCEDURAL STEPS

Step 1 Have the contract signed by the vendor and then the agency.

The vendor signature can be one of the following without an attestation:

a) an individual, if the vendor is an individual or sole proprietorship.

b) a general partner, if the vendor is a partnership.

c) a member or manager, if the vendor is a limited liability company (LLC).

All other signatures must be attested and include the appropriate attestation signature.

The agency signatory must be authorized and on file with the SCO.  If there are any
other agency internal approvals, such as a purchasing agent, they should be obtained at
this time.

Step 2 Complete the required fields of the contract routing form.  See Chapter II for guidance
in completing the correct form.

Step 3 Prepare an encumbrance document to be sent with the agreement.  The encumbrance
document must meet the following criteria:

If a COFRS document is submitted it must be ready for approval.  (Instructions for
processing agreements prior to the beginning of  a new fiscal year can be found in the
Open/Close Instructions published by the SCO.)

The vendor name on the encumbrance document must be the same as the party
contracting with the state agency.

The accounting information must be the same as on the front page of the contract.

The amount must equal the payment amount stated in the agreement.  For multi-year
agreements only the current year payment amount must be encumbered unless the
appropriation is part of the capital construction fund then the entire amount must be
encumbered.  If the amount to be paid must be computed by a calculation the agency
should explain on the encumbrance document how they arrived at that amount.

Step 4 Attach the encumbrance document to the agreement and forward to the SCO for routing
to the first central approver identified on the routing slip. (Failure to comply with this
step will cause a delay in the processing and approval of the agreement.)



C O N T R A C T     s      P R O C E S S I N G     s      G U I D E
______________________________________________________________________________

                                                                                                             
REQUESTING THE EMERGENCY PROCESSING OF A CONTRACT CHAPTER III
Revised:  July, 1997 Page 4

PURPOSE

This procedure provides guidance to agencies who wish to request emergency processing of a
agreement by the State Controller’s Office (SCO).

DEFINITIONS

Executed Contract - A contract that has been approved and signed by all parties required to sign
the contract.

ACCOUNTING/FISCAL ADMINISTRATIVE REQUIREMENTS

All required documentation for the processing and approval of a agreement must be available to
the SCO contract signatory prior to the execution of that agreement.  No agreement will
processed and approved by the SCO contract signatory unless the required documentation is
presented in the correct form as outlined by the contract procedures issued by the SCO.

All agreements must have been approved by the required central approving agencies prior to the
agency request for emergency agreement processing to the SCO.  Please review Chapter II for
questions related to required approvals.

Agreements executed by the emergency request procedure must be picked up by the requesting
agency or delivered by a priority mail service to the requesting agency, no emergency agreements
will be placed in the agency mailboxes located in the SCO.

Agreements that have been rejected by the SCO because of  errors are not eligible to be executed
by the emergency request procedure until all reasons for the rejection have been corrected.

PROCEDURAL STEPS

The various methods of requesting emergency processing and approval of agreements are
explained in detail in the following procedural steps.  Procedure steps one and two are applicable
to all emergency requests while steps three, four, and five each address specific emergency
requests.

Steps for All Emergency Agreements

 SECTION 2
REQUESTING THE EMERGENCY PROCESSING OF A

CONTRACT
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Step 1 Review the agreement and verify that all required approvals and signatures, other then
the state controller’s, have been applied to the contract prior to contacting the SCO and
requesting emergency processing and approval of the agreement.

Step 2 Verify that all required documents have been completed and are available to the SCO
contract signatory.

(It is imperative to obtain the routing number of the contract packet before making any request
for emergency contract processing.)

Steps for the "Walk-Through" Contract  OR

Step 3 Proceed with the following actions:

A. Call the SCO contract signatory for an appointment time.

B. Hand carry the agreement and other required documentation to the SCO contract
signatory at the appointed time.

C. Receive executed contract from SCO contract signatory.

Steps for the 'Telephone Request Approval" Contract

Step 3 Proceed with the following actions:

A. Verify that the contract is in the possession of the SCO contract signatory by
viewing the CLI2 table in COFRS.

B. Call the SCO contract signatory at 866-3820 to request emergency processing and
to indicate the desired time for the execution of the contract after which an agency
representative will pick it up.

C. Pick up executed contract from the SCO contract signatory at the appointed time.

Steps for the 'Overnight Mail Approval' Contract

Step 4 Proceed with the following actions:

A.  Verify that the contract is in the possession of the SCO contract signatory by
viewing the CLI2 table in COFRS.

B. Call the SCO contract signatory at 866-3820 and request emergency contract
processing.
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C. Give the SCO contract signatory your agency’s overnight mail service billing code.
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CHAPTER IV
DELEGATED AGENCY

CONTRACT PROCESSING PROCEDURES

Chief financial officers and controllers may request that the state controller delegate his
statutorally required signature authority for state contracts to them personally.  This procedure
provides guidance to agencies who are applying for the delegation of the state controller’s
signature authority for contracts.  The state controller is the only person who can delegate his
signature authority to approve state contracts to other state officers.  The delegation may be
granted for those contracts which require on-site approval or where situations dictate special
processing and approval by the agency.

The following steps must be completed by agency personnel in order for the agency to request
delegation of the state controller’s approval and signature for contracts.

PROCEDURAL STEPS

Step 1 Read the Definitions and Accounting/Fiscal requirements sections of this Chapter,
Chapter 3 and 4 of the State Fiscal Rules, and Section 3 of this Chapter dealing with
approving a delegated contract.  If you can comply with all of these rules and
requirements please proceed, if you cannot comply with all of these rules and
requirements please do not apply for signature delegation.  All delegates of the state
controller have the same responsibilities as the state controller and are subject to the
same penalties as the state controller for non-compliance with the rules and
regulations.

Step 2 Complete the “Contract Signature Primary Delegation Request Form”, if applicable
the “Sub-Delegation Request Form”, if applicable the ‘Delegated Agency Attorney
Data Form’, and a ‘Waived Contract Reviewer Data Form’ if your agency has
requested a waiver from the Central Approval Task Force (CATF).  These forms are
included in this Chapter (see pages 6-9).

Step 3 Forward the completed forms to the State Controller’s Office for review and approval.
Applicants will receive written notification of the signature authorization (if any)
delegated to them.

DEFINITIONS

 SECTION 1
REQUESTING DELEGATION FOR CONTRACT

SIGNATURE AUTHORITY
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Contract - A formal legally binding agreement between two state agencies or one state agency
and another party  which ultimately results in the disbursement of funds.  A contract can be
distinguished from a purchase order by the fact that a contract will contain the signatures of both
the state agency representative and the outside party providing service or goods, while a purchase
order will contain only the signature of the state agency representative.

Contract Routing Form - A form containing contract information must be attached to all
contracts, amendments, change orders, supplements, and other modifications that are required to
be sent to the SCO for approval and signature.  This form may be a screen print of the CLIN and
CLI2 tables or, for agencies that do not use COFRS as their main accounting system, the
Correctional Industries form identified as number 395-53-07-0085.

Delegated Contract - A contract that is approved and signed for the state controller by a delegate
at a state agency who is designated by the state controller and is following approval guidelines
issued by the state controller.

Exempt Contract - A contract that does not require the state controller’s approval and signature
to be valid and binding upon the State of Colorado.  This category includes all contracts that do
not require a disbursement of funds.

Multi-year Contract - A contract whose term falls within at least two state fiscal years.

Non-Delegated Contract - A contract that must be approved and signed by the state controller or
by delegates within the State Controller’s Office to be valid and binding upon the State of
Colorado.

Primary Delegate - A chief financial officer or agency controller who is authorized to sign
contracts for the state controller.

Sub-Delegate - An agency employee designated by the primary delegate and delegated by the
state controller to sign contracts for the state controller.

Waived Contract - A delegated contract that has been reviewed and approved as to form by the
central approvers requested by the agency to waive the agreement, including the attorney general.
This allows the initiating agency to complete some vendor specific information on the contract,
such as name and payment amount, without rewriting standard information such as scope of
work.  The contract can then be reviewed and approved at the agency without a specific review of
each contract by the central approvers.

Waived Contract Reviewer - An agency employee designated by the primary delegate and
approved by the state controller, who reviews waived contracts for completeness and insures that
the text of these contracts has not been altered from the text approved by the attorney general.
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ACCOUNTING/FISCAL ADMINISTRATIVE REQUIREMENTS

Only the state controller may delegate his signature authority to approve and sign state contracts.

Only the state controller may waive a State Fiscal Rule, delegates do not have this authority.  If
a contract requires the waiver of a State Fiscal Rule in order to be approved it must be sent to the
state controller for review.

A primary delegate must be either a chief financial officer or agency controller.

Primary delegates may not sub-delegate their delegation of the state controller’s signature
authority for contracts.  Primary delegates may request sub-delegation for their employees to sign
contracts from the state controller.

When a person with primary delegation leaves the agency or changes positions within an agency,
the agency must notify the state controller’s office in writing and the delegation of the state
controller’s signature authority becomes null and void.  The person who assumes the vacated
position must reapply to the state controller for contract signature delegation.

When a person with sub-delegation leaves the agency or changes positions within the agency, the
agency must notify the State Controller’s Office in writing of the change.

When the designated attorney who provides the legal review leaves the agency or changes
positions within the agency, the agency must notify the State Controller’s Office in writing of the
change.

When the waived contract reviewer leaves the agency or changes positions within the agency, the
agency must notify the State Controller’s Office in writing of the change.

If a primary delegate wishes to revoke a sub-delegate’s authority to sign contracts because of a
change in position or for any other reason, the primary delegate must notify the State Controller’s
Office in writing.  The State Controller’s Office will revoke the sub-delegate’s authority and will
issue a new letter of delegation.

Agencies may not request signature authority for contracts associated with debt collection
services or major revisions of existing financial systems.

The primary delegate and all sub-delegates have the same responsibilities as the state controller
when signing contracts for the state controller.  This includes adherence to all State Fiscal Rules
associated with contracts as well as all procurement rules and requirements for hiring private
vendors.

A copy of the agency’s contract processing procedures and all contracts must be available for
review by the state controller’s internal auditor.
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The same person may not sign a contract for both the agency and the state controller.

The State Controller’s Office may review all delegated contracts for compliance at their
convenience.

All original contracts, contract change orders, contract amendments, and supplements requiring a
disbursement of funds for which an agency does not have delegated signature authority must be
approved and signed at the office of the state controller.

The state controller’s delegate is always the last person to sign a contract or contract
modification.  All of the other required signatures, the vendor, the agency representative, and the
attorney providing the legal review must take place prior to the approval and signature of the
state controller’s delegate.

All contracts and amendments must have been reviewed for legal sufficiency and signed by the
attorney designated by the state controller, prior to approval and signature by a state controller’s
delegate.  The only exceptions to this rule are interagency agreements and agreements that have
been waived through the Central Approval Task Force process.

All waived contracts must be signed by the waived contract reviewer prior to signature and
approval by the primary or sub-delegate. (A primary or sub-delegate may perform the functions of
the waived contract reviewer, provided that they have been designated as such by the state
controller’s letter of delegation.)

All delegated contracts and contract modifications must have an encumbrance recorded on the
agency’s principal accounting system prior to approval and signature of the agreement by a state
controller’s delegate.

All amendments, change orders, and supplements that do not require a disbursement of funds that
are related to a contract that required the disbursement of funds must be approved by a state
controller’s delegate.

All personal service contracts must have a certification of independent contractor form reviewed
and approved by the Department of Personnel prior to approval and signature of the contract by a
state controller’s delegate.  This form is included in this Chapter (see pages 10-11).

All contracts and amendments which the designated attorney refuses to sign must be submitted to
the state controller for approval and signature by following the procedure outlined in Chapter V
of this guideline.

Agencies are required to maintain a log for all delegated contracts and contract modifications.
This log must contain the following data elements:

s The COFRS alpha code assigned to the agency.
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s A contract control number (routing number) that the agency is responsible for defining.

s The name of the vendor.

s The type of contract, as defined in Chapter II of these guidelines.

The primary delegate and any sub-delegates must adhere to all requirements of delegation listed in
their letter of delegation.
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CONTRACT SIGNATURE
PRIMARY DELEGATION REQUEST FORM

I,                                                                       currently acting in the position of                              

                           for                                                     am requesting primary delegation of the

state controller’s signature authority for the following types of contracts.

DESCRIPTION OF CONTRACT CONTRACT TYPE

                                                                                                                                                

                                                                                                                                                

                                                                                                                                                

                                                                                                                                                

                                                                                                                                                

                                                                                                                                                

I have read the requirements section of the procedure for requesting signature delegation, the
agency contract approval procedure, and Chapter 3 of the fiscal rules.  I understand that the
responsibility I am requesting as a primary delegate for the state controller will be the same as the
state controller’s responsibility.  I hereby agree to follow the accounting/fiscal requirements
contained in the procedure for requesting signature delegation, the agency contract approval
procedure, and all requirements related to contracts in Chapter 3 of the fiscal rules.

Signed this                     day of                        .

By:                                                                                                                                                       

Exception contract signatory recommendation:   q   Approve q   Reject

Reason                                                                                                                                                 
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CONTRACT SIGNATURE
SUB-DELEGATION REQUEST FORM

I,                                                                       currently acting in the position of                              

                           for                                                     am requesting sub-delegation of my contract

signature authority for the state controller signature authority to the following employees for the

following types of contracts.

NAME          STATE DESCRIPTION
   CLASSIFICATION     OF CONTRACT TYPE

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

                                                                                                                                    

I will insure that all sub-delegates read and comply with the requirements section of the procedure
for requesting signature delegation, the agency contract approval procedure, and Chapter 3 of the
fiscal rules.  I will be responsible for all actions of the sub-delegate(s) in the performance of their
duty of signing contracts for the state controller.

Signed this                     day of                        .

By:                                                                                                                                                       

Exception contract signatory recommendation:   q   Approve q   Reject

Reason                                                                                                                                                 
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DELEGATED AGENCY
ATTORNEY DATA FORM

NAME OF ATTORNEY

                                                                                                                                                            

COLORADO SUPREME COURT ATTORNEY REGISTRATION NUMBER

                                                                                                                                                            

ATTORNEY’S CPPS JOB CLASSIFICATION TITLE

                                                                                                                                                            

ATTORNEY’S PHONE NUMBER
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PRE-APPROVED FORM CONTRACT
REVIEWER DATA FORM

NAME OF PRE-APPROVED FORM CONTRACT REVIEWER

                                                                                                                                                            

REVIEWER’S CPPS JOB CLASSIFICATION TITLE

                                                                                                                                                            

REVIEWER’S PHONE NUMBER                                                                                     

TYPES OF PRE-APPROVED FORM CONTRACTS TO BE REVIEWED
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All contracts and amendments, other than interagency agreements and agreements waived
through the Central Approval Task Force process, must be reviewed for legal sufficiency and
signed by the attorney designated by the state controller.

The attorney’s legal review insures that:

s Adequate performance under the contract can be successfully enforced.

s The State of Colorado will not incur an exposure to unnecessary or excessive liability
because of the contract.

s The contract is worded to insure that good business practices are being followed by
the agency when entering into and performing under the contractual agreements.

s The laws of the State of Colorado are not violated.

In order to meet the requirements of CRS 24-30-202, any contract involving the disbursement of
funds by the state shall contain a clause stating that the contract will not be deemed valid until it
has been approved by the state controller or such assistant as he may designate.

 SECTION 2
LEGAL REVIEW OF CONTRACTS
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This procedure provides guidance to contract signatories, both primary and sub-delegates, to
insure that all contracts approved and signed by them for the state controller meet the
requirements of CRS 24-30-202 and the State Fiscal Rules.

The statutes and fiscal rules require that an appropriation be available to fund the contract
obligation for the current year, an encumbrance for the current year disbursement has been
recorded in the agency’s accounting system, someone authorized by the executive director or
university president to enter into contracts for the agency has signed the contract, the contract has
been reviewed for legal sufficiency by an attorney, and that the contract has been recorded in the
official contract log.

The following procedural steps for contract approval outline the general steps that should be used
for processing the approval of a contract by a primary or sub-delegate.

PROCEDURAL STEPS

Step 1 Receive the contract.

Step 2 Review Chapter II of this procedure guideline and identify the type of contract.

Step 3 Review your letter of delegation to insure that you have been delegated to sign this
type of contract for the state controller.

Step 4 Determine whether the contract needs central approvals other than the state controller
by reviewing Chapter 3 of the State Fiscal Rules and Chapter II of this procedure
guideline.  If the contract requires central approvals, verify that the contract has been
approved by those parties.

(There are several different agencies involved in central approval and they all have their own
rules. This guideline does not list all of the requirements of each agency.)

Step 5 Verify the following required signatures and prior approvals on the contract:

s Vendor signature

s Authorized agency signature

s Division of State Buildings approval for a capital construction or lease contract,
amendment, change order, or supplement.

 SECTION 3
APPROVING A DELEGATED CONTRACT
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s Attorney’s approval for an original contract or contract amendment.

s Waived contract reviewer’s signature for all waived contracts.

Step 6 Verify that an encumbrance has been recorded on the agency’s primary accounting
system for the amount of the contract to be disbursed, per the contract terms, in the
current fiscal year.

Step 7 Ensure that the contract prices are fair and reasonable and that the Special Provisions
are included in the contract.

Step 8 Verify that the contract has been recorded on the official contract log of the agency.

Step 9 Sign the required number of contracts.

Step 10 Distribute the contracts to the agency program representative.

(For lease contracts return a copy of the contract with original signatures to the Division of
State Buildings)

Additional procedural steps required when a contract has been rejected because of
inadequate appropriations or improperly recorded encumbrance transactions.

(A contract for which a properly recorded encumbrance on the agency's primary accounting
system has not been recorded does not meet the state controller's criteria for approval and
should not be approved by a primary or sub-delegate)

Step 11 Write a memorandum to the agency contract accounting section informing them of the
refusal to approve the contract because of the lack of a valid encumbrance.

Step 12 Attach the memorandum to the contract package and return the contract package to
the agency contract accounting section.

Procedural steps required when a contract has been rejected by the designated attorney
and contains unresolved issues.

Step 1 Receive the contract with a letter of rejection from the designated attorney.

Step 2 Prepare a memorandum addressed to the contract exception signatory, Phil Holtmann,
at the State Controller’s Office.  Identify the contract as a delegated contract that has
been rejected by the designated attorney and state the reason or reasons that you
believe the contract should be approved by the state controller over the objections of
the designated attorney.
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Step 3 Prepare a contract routing slip following the procedures outlined in Chapter II of this
procedure guideline.

Step 4 Send the memorandum prepared in step two of this procedure and the following items
to the State Controller’s Office:

s A properly completed contract routing slip.

s A screen print of a properly prepared encumbrance document.

s The letter of rejection from the designated attorney.

s Three copies of the contract, amendment, change order, or supplement
containing original signatures for the vendor, the agency, and any other central
approvers that are necessary.
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CHAPTER V
CONTRACT PROCESSING BY

THE STATE CONTROLLER’S OFFICE

The following procedure describes the steps taken by the state controller’s signatory to review
and approve contracts and contract modifications submitted by non-delegated state agencies.  The
designate has the same responsibilities as the state controller under CRS 24-30-202 and the State
Fiscal Rules.  Specifically CRS 24-30-202, requires that any contract involving the disbursement
of funds by the state shall contain a clause stating that the contract will not be deemed valid until
it has been approved by the state controller or such assistant as he may designate.

The statutes and fiscal rules require that an appropriation be available to fund the agreement
obligation for the current year, an encumbrance for the current year disbursement has been
recorded in the agency’s accounting system, the agreement has been recorded in the official
COFRS contract log (the CLIN table), the vendor has signed the agreement, someone authorized
by the executive director or university president to enter into contracts for the agency has signed
the agreement, all required central approvers have reviewed and approved the agreement, and the
agreement has been reviewed for legal sufficiency by an attorney.

The attorney’s legal review insures that:

s Adequate performance under the contract can be successfully enforced.

s The State of Colorado will not incur any exposure to unnecessary or excessive liability
because of the contract.

s The contract is worded to insure that good business practices are being followed by the
agency when entering into and performing under the contractual agreements.

s The laws of the State of Colorado are not violated.

DEFINITIONS

Blanket Encumbrances - An encumbrance entered into COFRS for an amount that equals the
appropriation line total or the total appropriation for a program which is a segment of an
appropriation line.  A blanket encumbrance is required when at least one of the contracts that will
be charged against the appropriation line is a “rate per unit service” contract or “conditional
amount” contract.

 SECTION 1
REVIEWING AND APPROVING NON-DELEGATED

CONTRACTS
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Conditional Amount Contract - A contract for which the obligation to disburse state funds is
conditional upon events happening or conditions existing in the future.  The amount that will be
required to be disbursed for this type of contract cannot be determined when the contract is
written unless a maximum disbursement is stated in the contract.

Contract - A formal legally binding agreement between two state agencies or one state agency
and another party which ultimately results in the disbursement of funds.  A contract can be
distinguished from a purchase order by the fact that a contract will contain the signatures of both
the state agency representative and the outside party providing service or goods, while a purchase
order will contain only the signature of the state agency representative.

Contract Routing Form - A form containing contract information must be attached to all
contracts, amendments, change orders, supplements, and other modifications that are required to
be sent to the SCO for approval and signature.  This form may be a screen print of the CLIN and
CLI2 tables or, for agencies that do not use COFRS as their main accounting system, the
Correctional Industries form identified as number 395-53-07-0085.

Delegated Contract - A contract that is approved and signed for the state controller by a delegate
at a state agency who is designated by the state controller and is following approval guidelines
issued by the state controller.

Exempt Contract - A contract that does not require the state controller's approval and signature to
be valid and binding upon the State of Colorado.  This category includes all contracts that do not
require a disbursement of funds.

Legal Review - A review of a contract by a properly licensed attorney who is lawfully employed
by the State of Colorado.

Multi-year Contract - A contract whose term falls within at least two state fiscal years.

Non-Delegated Contract - A contract that must be approved and signed by the state controller or
by delegates within the State Controller’s Office to be valid and binding upon the State of
Colorado.

Primary Delegate - A chief financial officer or agency controller who is authorized to sign
contracts for the state controller.

Rate Per Unit Service Contract - A contract for which the obligation to disburse state funds is
based upon a charge for each unit of service provided.  The amount that is required to be
disbursed for this type of contract cannot be determined when the contract is written unless a
maximum disbursement is stated in the contract.

Sub-Delegate - An agency employee designated by the primary delegate and authorized by the
state controller to sign contracts for the state controller.
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Waived Contract - A delegated contract that has been reviewed and approved as to form by the
central approvers requested by the agency to waive the agreement, including the attorney general.
This allows the initiating agency to complete some vendor specific information on the contract,
such as name and payment amount, without rewriting standard information such as scope of
work.  The contract can then be reviewed and approved at the agency without a specific review of
each contract by the central approvers.

Waived Contract Reviewer - An agency employee designated by the primary delegate and
approved by the state controller who reviews waived form contracts for completeness and insures
that the text of these contracts has not been altered from the text approved by the attorney
general.

Accounting/Fiscal Administrative Requirements

All original contracts and contract modifications that require a disbursement of funds by the state,
for which the contracting agency does not have delegated signature authority, must be approved
and signed  by the state controller’s signatory.

All original contracts and amendments, except for inter-agency agreements, must have been
reviewed for legal sufficiency by the Attorney General’s Office prior to execution by the State
Controller’s Office.

All original contracts, amendments, change orders, and supplements must be signed by the vendor
and the agency.

The vendor signature can be one of the following without an attestation:

a) An individual, if the vendor is an individual or a sole proprietorship.

b) A general partner, if the vendor is a partnership.

c) A member or manager, if the vendor is a limited liability company (LLC).

All other signatures must be attested and include the appropriate attestation signature.

All capital construction contracts and modifications require the signature of the Director of the
State Buildings Program or one of his delegates.

All lease contracts and modifications require the signature of the executive director of the
Department of Personnel or one of his delegates.  The primary delegate for the executive director
resides in the State Buildings Program.
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All modifications to a contract, that was required to be signed by the state controller’s signatory,
must be signed by the state controller’s signatory even if the modifications do not require a
disbursement of funds by the state.

PROCEDURAL STEPS

Step 1 Receive the agreement from the SCO (State Controller’s Office) routing technician.

Step 2 Identify the type of agreement you are reviewing.

Step 3 Review the agreement, the COFRS CLI2 table, and the attached routing slip and
insure that all of the central approvers required for that type of agreement have
reviewed and approved the agreement.

Step 4 Review the agreement and determine the amount of the encumbrance required for the
current fiscal year and the term of the agreement.  If it is a capital construction
agreement it is usual for the entire amount of the agreement to be encumbered when
the agreement is first executed.

Step 5 Ensure that the contract prices are fair and reasonable and that the Special Provisions
are included in the contract.

Step 6 Verify the required signatures of the vendor and the paying agency.  The agency
signature must match a signature located in the “Authorized Signature Book” for that
agency.

Step 7 Verify that an encumbrance has been recorded on the agency’s primary accounting
system for the amount of the agreement required to be disbursed, per the contract
terms, in the current fiscal year, and that no payments have been made from that
encumbrance.  If the agency has submitted a CORFS encumbrance document, log-on
to the COFRS system and approve the encumbrance document, schedule it for
immediate update, and initial the screen print of the encumbrance document as
approved.  If the funding appropriation year and the performance year do not match,
forward the contract to the agency’s field controller.  They will review the funding
source to insure proper accounting.

Step 8 Access the CLI2 table in COFRS and record the SCO review and approval dates.
Enter “AGCY” in the “SENT TO “ field and an “A” in the “ACT” (action) field.  Then
verify that the CLI2 record is correct in terms of the vendors name, the amount of the
agreement, and the term dates.  If these fields are not correct change them by entering
the correct information.  When the record is correct print two images of the CLI2
table.
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Step 9 Sign three of the agreements, preferably the same ones the attorney general has signed
(leases require four original signatures) and verify the remainder by stamping the
state controller signature box with the verified stamp and initialing.

Step 10 Retain one of the agreements with original signatures, the screen print of the
encumbrance document, all relevant correspondence from the submitting agency, the
screen prints of the CLIN and CLI2 tables, and all attachments to the agreement.
These documents are filed daily by date approved in the current fiscal year, multi-year
agreements, or capital construction archive boxes.

Step 11 Attach one of the final CLI2 table screen prints to the remaining copies of the
agreement and distribute to the submitting agency.  For lease contracts return one
copy of the agreement with original signatures to the Division of State Buildings.

Procedural steps required when an agreement is rejected by the state
controller signatory.

Step 1 Determine what the error is and who is responsible for correcting it.  Access the CLI2
table and record the date reviewed, the same date for the sent date, the abbreviation
for the agency the agreement is forwarded to, the code for the rejection, a “d” in the
“ACT” (action) field, and a short description of the problem.  If the agreement
requires review and approval from a central approver who has not seen the agreement
have the SCO routing technician forward the agreement to that central approver.

Step 2 If the reason for rejection can be resolved by the submitting agency without having the
agreement in hand, call the agency and explain the problem.  Then access the CLI2
table and record the date reviewed, the same date for the sent date, the code for the
rejection, “HOLD” in the “SENT TO” field, a “d” in the “ACT” (action) field, and a
short description of the problem.  Place the agreement in the “hold” basket.  If the
problem has not been resolved within five working days, change the “HOLD” status
on the CLI2 table to ”AGCY” and print an image of the screen.  Attach the screen
print of the CLI2 table to the agreement and return the agreement to the agency.

Step 3 When the problem has been resolved the agreement should be logged into the SCO on
the date it is received or corrected and then put in the processing file for that date.
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Step 1 Receive the agreement from the SCO (State Controller’s Office) routing technician.

Step 2 Complete steps two through six of the contract approval procedures for the state
controller’s signatory listed in Chapter 4, page 13 and 14 of these procedures.

Step 3 Read the letter from the reviewing attorney describing the reason(s) for the rejection
of the agreement.

Step 4 Decide if the agreement has fatal errors or should be reviewed by the state controller
prior to returning the agreement to the submitting agency.

Step 5 Write a letter to the agency program contact explaining the error(s) in the agreement
and what the agency must do to resolve them.

Step 6 Access the CLI2 table and record the date reviewed, the current date for the sent date,
“AGCY” in the “SENT TO” field, the code for the rejection, a “d” in the “ACT”
(action) field, and a short description of the problem.

Step 7 Print two images of the CLI2 table and make a copy of the reviewing attorney’s letter
of rejection and the SCO letter.

Step 8 Attach the copy of the reviewing attorney’s letter to the SCO letter and return all of
the agreements to the agency with all supporting documentation and attachments,
including a screen print of the CLI2 table.  Retain for the SCO files the reviewing
attorney’s letter, the SCO letter, a screen print of the CLI2 table, and copies of any
other relevant information.      

 SECTION 2
REVIEWING AGREEMENTS REJECTED BY THE

REVIEWING ATTORNEY


